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POLICY: .01 For exempt employees,  emphasis is p laced on
meeting the  responsibili t ies assigned to the
posi t ion,  rather than working a specif ied number of
hours.  Work beyond 40 hours in a workweek is not
subject to addit ional compensat ion unless part  of an
extended work schedule for which approval has
been obtained in advance. (See also AM 320,
Authorized Leave With Pay.)

Requests for Extended .02 The Laboratory may establish an extended
Workweek work schedule when one or more ful l -t ime exempt

employees in an organizat ion wil l  be  required to
work considerably more than 40 hours each week
for a  per iod that is ant ic ipated wil l  extend beyond
90 consecutive workdays.

NOTE:   Because exempt employees are
expected to devote whatever effor t is  required
to complete  their  assigned duties,  requests for
extended work schedule wil l  be granted only for
exceptional cases  that require effor ts far beyond
those usual ly expected of  exempt employees.

Expired or Rescinded .03 Authorization for extended workweek will
Extended Workweek automatical ly expire  on the date indicated unless

prior writ ten authority to extend the effect ive date
has been granted by the group-level or higher
manager.  Authorization for extended work schedule
may be rescinded at the discretion of the  group-
level or  higher manager a t any t ime.

Compensation .04 An exempt employee assigned to an extended work
schedule will  receive a f la t-fee  pay supplement
calculated a t a  prorated percentage of the monthly
base rate.  The percentage is determined by the  ra tio
of hours approved in  the  extended work schedule
request to the regular  full -t ime workweek of 40
hours.  For example,  i f  an exempt employee has
been approved to work 50-hour weeks,  he or she
will  be paid a supplement of  25% of the weekly
base rate in  addit ion to the normal salary for every
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week he or she remains on a  approved extended
workweek.  See AM 301   

Leaves .05 Employees do not receive extended work schedule
pay while on paid or unpaid leave of 1 payweek or
more.

NTS/Remote .06 Extended work schedules a t the Nevada Test Site
Geographical Areas (NTS) or remote geographical  areas normally begin

on the employee’s day of arr ival  at  the remote s i te.
If  the employee is  directed to use mili tary surface
or a ir  transportat ion, the  extended workweek is in
effect for  the  calendar days the employee is on
board.

General Work Limitations .07 An employee may not work more than 16 hours in a
24-hour period,  except in an emergency.  (See also
work l imitat ions for safe ty-related job functions in
AM 304.)

APPROVAL: .08 Group-level  management must send requests  for
extended workweek to the cognizant  divis ion-level
manager for prior approval.

! ! ! ! ! ! ! ! ! ! ! ! ! ! ! ! ! ! ! ! ! ! ! ! ! ! ! ! ! ! ! ! ! ! ! ! ! ! ! !

PROCEDURES:

Request for Approval .09 The wri tten request for approval from the group-
level manager to  the division-level manager  should
contain the fol lowing information:

Name and classif ication of each employee.

Descript ion of the time and effor t that will  be
required.

Addit ional costs involved.

Availabi li ty/source of funds.

Other methods considered, such as increasing
the work force.

These procedures effective until further notice.
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Reasons the extension is needed to meet
establ ished schedules or  to accomplish
objectives.

Cost-effect iveness  just if icat ion.

Effective dates .

The organization then sends a copy of the approved
request to the Payroll  Team who wil l  modify the
Time and Effort System to a llow entry of  more than
40 hours in to the  t ime and effort  report for the
exempt employees ident if ied in the approval memo.


